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DCH/LPH-501 (12/04)                     
Michigan Department of Community Health 

Board of Pharmacy 
P.O. Box 30670 

Lansing, Michigan 48909 
(517) 335-0918 

www.michigan.gov/healthlicense  
 
 

PHARMACY LICENSURE INSTRUCTIONS 
Authority:  P.A. 368 of 1978, as amended 

This form is for information only 
 
NOTE: It is your responsibility to have all required documentation sent to the Board of Pharmacy.  Questions 

regarding your application can be directed to the Michigan Board of Pharmacy at (517) 335-0918 three weeks 
after the date you sent the application.  Please allow 4-6 weeks processing time.  An application accompanied 
by the appropriate fee is valid for two years.  If an applicant fails to complete the requirements for licensure 
within two years from the date of filing the application, the application is no longer valid. 

 
OPENING A NEW PHARMACY 
 

1. The application, ADP System Approval Request form, and Self-Inspection form should be completed in their 
entirety and returned to the board office with appropriate fees. 

 
2. Applicants that are partnerships, corporations, or operating under an assumed name must file their 

application for a pharmacy license along with copies of: 
 

1) Partnership Certificates 
2) Articles of Incorporation and/or Assumed Name Certificates. 

 
3. Complete the information on the application as to the opening date of the pharmacy, name and telephone 

number of person to contact. 
 
4. Complete the Controlled Substance application and submit it to the board office along with the $85.00 fee.  A 

separate controlled substance license is required for each business location from which you manufacture, 
distribute, or dispense controlled substances. 

 
Upon receipt of fees and all pertinent documents, your application will be reviewed for compliance with Administrative 
Rules 11 and 12 of the Michigan Board of Pharmacy.  If the application and checklist are satisfactory, a permanent 
identification number will be assigned, and a pharmacy and controlled substance license will be issued.   

 
NOTE TO OUT-OF-STATE APPLICANTS - Section 333.17748 of the Michigan Public Health Code and Rule 338.477 
of the Administrative Rules of the Michigan Board of Pharmacy require pharmacy applicants to designate a licensed 
pharmacist to be in charge.  A pharmacist-in-charge must hold a license in the state where the pharmacy is located.  
You will not receive a Michigan pharmacy license without complying with this requirement. 
 
SALE OR TRANSFER OF A PHARMACY 
 

The following changes constitute a transfer: 
 
1.  Complete (100%) change of ownership in existing pharmacy. 
 
2. Sale of stock from original owner to new owner. 
 
3. Widow/widower of owner who is not listed as an owner in existing pharmacy. 

 
If one of the above applies to your situation, you must submit the following: 
 
1. The application, ADP System Approval Request form, and Self-Inspection form should be completed in their 

entirety and returned to the board office with appropriate fees.  You are not required to file a new controlled 
substance application and fee. 
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2. Affidavits from both buyer and seller stating the actual consummation date of the sale or transfer.  Please 
submit name and telephone number of person to contact. 

 

3. If the application indicates that the pharmacy ownership will be a partnership, corporation, or operating under 
an assumed name, the applicant must submit copies of:   

 
  1) Partnership Certificates 
   2) Articles of Incorporation and/or Assumed Name Certificates 

 
Upon receipt of fees and all pertinent documents, including the Affidavit that states when the sale or transfer will 
occur, your application will be reviewed for compliance with Administrative Rules 11 and 12 of the Michigan Board of 
Pharmacy.  If the application and checklist are satisfactory, a permanent identification number will be assigned, and 
pharmacy and controlled substance license will be issued.   
 
NOTE TO OUT-OF-STATE APPLICANTS - Section 333.17748 of the Michigan Public Health Code and Rule 338.477 
of the Administrative Rules of the Michigan Board of Pharmacy require pharmacy applicants to designate a licensed 
pharmacist to be in charge.  A pharmacist-in-charge must hold a pharmacist license in the state where the pharmacy 
is located.  You will not receive a Michigan pharmacy license without complying with this requirement. 
 
RELICENSURE OF A PHARMACY (PREVIOUSLY LICENSED IN MICHIGAN) 
 
The applications for the Pharmacy Relicensure and Controlled Substance license should be completed in their 
entirety and returned to the board office with the appropriate fees.   

 
RELOCATION OF A PHARMACY 
 

1. The application, ADP System Approval Request form, and Self-Inspection form should be completed in their 
entirety and returned to the board office with the $55.00 fee.  You are not required to file a new controlled 
substance application and fee. 

 
2. Complete the information on the application about the proposed date of change of location, person to contact 

and telephone number. 
 

Upon receipt of the fee and all pertinent documents, your application will be reviewed.  If the application and checklist 
are satisfactory, the same permanent identification number will be retained, and a new pharmacy and controlled 
substance license will be issued to reflect the new address.   
 
If a pharmacy area is moving within the building, no fee is required.  No notification to the board office is necessary. 
 
MISCELLANEOUS PHARMACY CHANGES 
 
The following changes constitute miscellaneous changes, which may require a fee: 
 

1. Partner or stockholder change. 

2. Change in name of store/corporation where no change in ownership occurs. 

3. Change in pharmacist-in-charge designation. 

 
If one of the above applies to your situation, you must contact the board office at (517) 335-0918 to request an 
Application for Miscellaneous Pharmacy Change. 
 
CLOSING OF A PHARMACY 
 
The owner of a pharmacy being closed must notify the Michigan Board of Pharmacy of the effective closing date of 
the pharmacy and must return the current pharmacy license and controlled substance license to the Board office.  The 
Board of Pharmacy must be notified about the disposition of the prescription files and prescription drugs for both 
controlled substances and non-controlled substances. 
 
Upon receipt of the above information, our files for your pharmacy will indicate that it is closed. 
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For information concerning Federal Drug Enforcement Administration (DEA) requirements for pharmacy closings, 
contact the DEA at their Detroit office, 1-800-882-9539. 
 
DEA INFORMATION 
 
You may also apply to the Drug Enforcement Administration (DEA) for registration under the Federal Controlled 
Substances Act at the same time you apply for the Board of Pharmacy application.  A federal application may be 
obtained from the Department of Justice Drug Enforcement Administration, 431 Howard Street, Detroit, Michigan 
48226.  The telephone number is 1-800-882-9539.  All questions concerning the federal license should be directed to 
that office. 
 
















